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Introduction (back to top

The Electronic Document Delivery System (ERRS)Yeveloped t@nsure access thew

. 2 NJ Q &for &pprovétpréceedingsiuring the COVIR9 pandemic. EDDBovides secure
and efficientelectronicdelivery of documentseliminatingthe need for physidacontact at the
courthouse.EDDServesas ad@ A NI dz f  LJ2ttbriney<Llifganis @&ig-apgodtad
fiduciaries, and other interested partiés submit documents to the court.

Benefits of Electronic Document Delivery SystéBEDDS)  (back to top

Provides a secure method to electronically transmit documents
Enforces strict controls over document visibility

Includes comprehensive buil virus checking

Tracks the sending/receiving of documentsdodit purposes
Retains all documents in statewide content management system

a bk~ wn e

Preparing Your Document®r Uploading to EDDS (back to top

Your PDFdocument must comply with the followingyiteria:

1 PDF/A 1 Flattened (if multilayered)
1 Text SearchablgO@R) 1 NOT passworgrotected or encrypted
1 1-inch margins 1 NOT contain any objects
1 Resolution of 200 dots per inch 1 NOT have long file name

EDDS requires that all submitted documents conform to PDF/A specificai@i3S will not
accept documentghat contain open action tags or JavaScripocuments may not be
acceptedf the abowe specifications are not met.

Service (back to top

Unlike e-filing, document submission vieDDS does not constitute service of the document
upon any other party.If service is requiredjoumust serve by some oth&lectronicmeans
including email or facsimile, and uploadPeoof of Service document (i.e., Affidavit, Affirmation
or Acknowledgement) with your submission.

Filing  (back to top

Unlike efiling, document submission via EDDS does not constitute filing, butamvequest
that your document is accepted for filing by checking Eilexgbox on theEnter Your
Informationscreen $eeHow to Submit Documents via EDB&p 3: Enter Your Informatipn After
reviewing the document, the Court or County Clerk, as applicdblerminesif the document
meetsestablishediling requirementsand is suitable for filingand you will get an email
notifying you of whether your document is accepted for filorghot [seeHow to Submit
Documents via EDDStep 11-A: Email Confirming Acceptance and/or Filing of Documamd<sStep 11-
B: Email Returning Documents for Correclion
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Authorized Documentand Proceedingypesfor EDDSSubmission  (back to top

EDD$rovides amechanisnfor parties to electronically submit civil case documentshe
SupremeCourtonly in counties that do not have axisting efiling program Parties are
required to electronically submit civil case documents to the Supré&oeartvia NYSCEF when
an efiling program already exists in that countgg/ KA ST ! RYAYAAUNI G§A DS
Administrative Orders 81, 81A andB dated March 26, 2020

WdzR .

1. The following countiedo notcurrently have diling programs for Supreme Court civil cases
and are authorized for EDRIBcument submissiom approved proceedings

1 Allegany 1 Montgomery
1 Fulton 9 Orleans

1 Greene 1 Schenectady
1 Hamilton 1 Schoharie

1 Herkimer

Civil document types authorized for EDDS submigsiay vary from week to week and
from onecourt orjudicial district to the next.f you are unsure whether your documents
are authorized for submission via EDDB&tact theapplicable Gurt or Judicial District
Office to confirmbefore submitting To find court contact information, use the Court

[ 201 02N 2y GUKS ! YyATASR /2dz2NI {eailisSyQa
http://www.nycourts.gov/courts/index.shtmlchoose the county and court type from the
drop-down menus, and then click tHénd the Courbutton.

LJdzo €

MAIN MENU > HOME THE COURTS E-COURTS REPRESENTING YOURSELF THE LAW JURORS JUDGES LEGAL PROFESSION TOPICSAtoZ

SEARCH NYCourts.gov

QAT 4
“}\ﬂ ¥ coun I SEGQV NEW YORK STATE UNIFIED COURT SYSTEM

THE COURTS
SOURT LOCATOR NEW YORK CITY COURTS OUTSIDE NEW GENERAL INFORMATION
Supreme Civil & Criminal Overview of the Courts
[Choose County v] Civil Court Supreme Court Structure of the Courts
and/or Housing Court County Court History of the Courts
Small Claims City Court Accessibility (ADA)
[Choose Court Type v] Criminal Court District Court Children's Centers
Family Court Family Court Court Interpreting
Surrogate's Court Surrogate’s Court Court Terms & Holidays
Town & Village Courts Freedom of Information Law
;jfiﬂ ZED COURTS & Fonmis & Fées
Court Guides ) APPELLATE COURTS

aler 157

Receive Text Messages
about Court Closings &
Other Advisories

Court of Claims

Commercial Division
Litigation Coordinating Panel
Problem-Solving Courts

Web page updated: March 12, 2020

Lower Appellate Courts
Appellate Divisions

Court of Appeals

Copynght | Privacy Policy | Accessibilty | ContactUs

Law Libraries
Rules

Transcripts
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http://www.nycourts.gov/courts/index.shtml

2. The following counties have existingikng programs for Supreme Court civil caaed are
not authorized for EDDS document subrimasn any proceeding types

1 Albany 1 Kings 1 Rockland
 Bronx 1 Lewis 1 Saratoga

1 Broome 9 Livingston 1 Schuyler

1 Cattaraugus 1 Madison 1 Seneca

1 Cayuga T Monroe  St. Lawrence
1 Chautauqua 1 Nassau I Steuben

1 Chemung 1 New York 1 Suffolk

1 Chenango 1 Niagara 9 Sullivan,

1 Clinton 1 Oneida 1 Tioga

1 Columbia 1 Onondaga 1 Tompkins

1 Cortland 9 Ontario 1 Ulster

1 Delaware 1 Orange 1 Warren

1 Dutchess 1 Oswego 1 Washington
i Erie 1 Otsego 1 Wayne

1 Essex 1 Putnam 1 Westchester
1 Franklin 1 Queens T Wyoming

1 Genexe 1 Rensselaer 1 Yates

1 Jefferson 1 Richmond

However, if all parties have not yet consented télmg, aStipulation and Consent tc E
Filing Formmay be electronically submitted via EDDS in theseties to convert a case
from paper filing to iling [seeHow to Submit Documents via EDB&p 6B: Attach PDF
Documents for Uploading {i@ing counties). Parties will receive an email notification once the
case is converted and is available in NYSCEHiforge

For questions or assistance witHikng, please contact thelYSCEF Resource Center
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https://iappscontent.courts.state.ny.us/NYSCEF/live/forms/stipulation.and.consent.pdf
https://iappscontent.courts.state.ny.us/NYSCEF/live/forms/stipulation.and.consent.pdf
https://iappscontent.courts.state.ny.us/NYSCEF/live/contact.htm

How to Submit Documentsia EDDS

The following stefby-step instructions are to guidéocument submitters irSupremeCourtcivil cases
(i.e., attorneys litigants, courtappointed fiduciaries, ety.on how toelectronicallysubmit documents
via EDDS

Step 1:Welcome  (back to top)

Go tothe Electronic Document Delivery System webpabpe
https://iappscontent.courts.state.ny.us/NYSCEF/live/edds.htm

and dickthe SupremeCourtg Civil Termink to enter the site.

Electronic Document Delivery System: Welcome

This site lets you electronically deliver documents to the courts and —— during the COVID-19 public
health emergency — file documents electronically in many courts that do not usually permit
electronic filing. For more detailed information, view the EDDS Notice or the EDDS FAQ page.

To help you with the delivery of your documents, please choose the location where you would like to
send your documents, then follow the screens for additional directions. For information about which
legal matters are handled by the various courts of New York State, visit Which court should I go to?

Select the court you want to deliver your documents to:

City Court - Civil (outside NYC)

City Court - Criminal (outside NYC)

Civil Court - New York City

County Court - Criminal Term (outside NYC)

Court of Claims

District Court - Civil Term (Nassau/Suffolk)

District Court - Criminal Term (Nassau/Suffolk)

Family Court

Supreme Court - Criminal Term (Inside NYC)

Supreme Court - Civil Term (limited availability for certain courts and case types. Read more ...)

Surrogate's Court

Please Note

1. A document sent through the Electronic Document Delivery System (EDDS) with a request for
filing should be treated as "filed" only upon receipt of notice from the court clerk or County Clerk
(or upon publication of notice on a County Clerk webpage) that the document has been accepted
for filing. Filing through the EDDS does not constitute service upon any other party.

2. By order of the Chief Administrative Judge, documents accepted for filing through EDDS must be
served on other parties by email, facsimile, or other electronic means.

3. EDDS should NOT be used for the filing of emergency applications. For information on
filing such applications please contact the court directly.
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https://iappscontent.courts.state.ny.us/NYSCEF/live/edds.htm

Step 2:Getting Started  (back to top

After reading the instructionglickthe Nextbutton to beginyour submission.

Electronic Document Delivery System: Getting Started

This site lets you electronically deliver documents to the courts and —— during the COVID-19 public health
emergency —- to file documents electronically in many courts that do not usually permit electronic filing. For
more detailed information, view the EDDS Notice, the EDDS FAQ page or the EDDS User Manual. Otherwise,
follow the instructions below and click Next to continue.

Step 1: Getting the Documents Ready
EDDS does not create or fill out court papers, like a Petition or Motion. If you have not created or filled
out your court papers and need information or forms:

» Visit the CourtHelp website to see if there is a DIY (Do-It-Yourself) Form available for your case

¢ Find a court form from the Forms website

* Find a lawyer for help

IMPORTANT: The documents must be saved as a PDF file to use this system.

Step 2: Delivering the Document
In the screens that follow, you will be asked to:

1. Enter your contact information. The court will use this to contact you and is not shared with anyone else.
. Check the box if you are requesting that the documents be filed by the court clerk.

. Select the court you want to deliver your documents to.

. Pick the kind of case your documents are for.

. Upload the document you are sending. You can upload more than one PDF document.

. Electronically deliver the documents to court.

2
3
4
5
6

Next

Please Note

1. A document sent through the Electronic Document Delivery System (EDDS) with a request for filing should be
treated as a€cefileda€n only upon receipt of notice from the court clerk or County Clerk {or upon publication of
notice on a County Clerk webpage) that the document has been accepted for filing. Filing through the EDDS
does not constitute service upon any other party.

2. By order of the Chief Adminstrative Judge, documents accepted for filing through EDDS must be served on other
parties by email, facsimile, or other electronic means.

3. EDDS should NOT be used for the filing of emergency applications. For information on filing such
applications please contact the court directly.
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Step 3:Enter Your Information (back to top

Enter your name and contastformation, case information, antriefly explairwhy you are
submitting the document(s)You must complete all fields marked with an asterisk (*). You can
enterd b 2 G | LJithd GsedNantéield ifa casenumber has not been assigned yet
Check therilingbox if you want the document(s) filed by the County Cléllick theNext

button to continue.

Electronic Document Delivery System: Enter Your Information

Court Type: Supreme Court Civil Term

Please enter your contact information below. This information will not be shared with the general public. A
confirmation email will be sent to the email address you enter. * Required fields

First Name * Middle Name Last Name *
William Test

Organization/Agency/Firm Name *
-OR - ¥ Ido not have alawyer

Phone Number (enter as 122-456-7830) *
123-456-7890

Email Address =
wiest@mail.com

Party You Are Representing (enter your name if you don't have a lawyer) *
William Test

Party Role (e.g., petitioner, plaintiff, respondent, etc.) *
Plaintiff

Case Number #
1234/2020

Case Title =
William Test -against- XYZ Corporation and Jane Doe

Motion Number (if applicable)
1

Reason for sending documents *

(For example: "copy of papers reguested by the judge"; or "letter to court describing proposed settiement”)

This is a test.

@FILING: I request that the document(s) I am sending be filed by the court or County Clerk

Cancel Next
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Step 4:Select a Court (back to top

Scroll through the list and selettte countywhere youwant to submityour documents). Gick
the Nextbutton to continue.
NOTE: The county you select will determine what case types are available on the next screen.

Electronic Document Delivery System: Select a Court

Select the court from the list below, then click Next.
Court (scroll if you don't see your court)

Albany County Supreme Court (EDDS)

_Cayuga County Supreme Court (EDDS) el

Cancel Next
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Step 5:Select Case Type (back to top

Selectthe case typdrom the dropdown list Cick theNextbutton to continue.
NOTE: The county you selecte®iep 4determines what case types are available.

9 If you selected a countihat does not currently have anfding program[seesection 1of
Authorized Documerdind Proceedindypes for EDDS Submisgiall case types are available, and
the drop-down menu displayasfollows:

Electronic Document Delivery System: Select Case Type

Court: Allegany County Supreme Court (EDDS)

Select the case type from the drop-down menu, then click Next.

Case Type

Commercial

Commercial

Commercial Division
Matrimonial

Other Matter

Other Special Proceeding

Real Property

9 If you selected a countihat has an existinge-filing program[seesection 2of Authorized Document
and Proceedindypes for EDDSubmissiofy only Stipulation and Consent tefiing is available, and
the drop-down menu displays as follows:

Electronic Document Delivery System: Select Case Type

Court: Monroe County Supreme Court (EDDS)

Select the case type from the drop-down menu, then click Next.

Case Type

Stipulation and Consent to E-Filing v

Cancel | Mext _
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Step 6A: Attach PDF Documents for Uploadingrge-filing counties)  (back to top

For countieghat do not currently have an-Bling program geesection 1lof Authorized Document and
Proceeding Types for EDDS Submijssefect theDocumentTypeyou are submitting from the drop

down list and click th€hoose Filbutton to upload your PDF file. If you have more than five documents
to submit, click theAdd More Documentsutton. Click theNextbutton to continue.

Electronic Document Delivery System: Attach PDF Documents for Uploading

Court: Allegany County Supreme Court (EDDS)
Case Type: Torts

Select a document type from the drop-down menu and attach your PDFs. * Required fields

Main Document

Document Type *
RJI -RE: NOTICE OF MOTION- v

Attach your PDF (Vo see SO0 Exhibit Number/Letter i »

Choose File | RJI.pdf

Document Description

Document 2

Document Type
NOTICE OF MOTION- v
Attach your PDF (100 = Exhibit Number/Letter (1 4

Choose File | Notice of Motion.pdf

Document Description

Document 3

Document Type
AFFIDAVIT OR AFFIRMATION IN SUPPORT- ¥
Attach your PDF (\ax siee 00 M8 Exhibit Number/Letter (/

Choose File | Affidavit in ...of Motion.pdf

Document Description

Document 4

Document Type
PROOF OF SERVICE- v
Attach your PDF (100 = Exhibit Number/Letter /4

Choose File | Affidavit of Service.pdf

Document Description

Document 5

Document Type
NO FEE AUTHORIZATION (LETTER/ORDER/AFFIRMATION) v
Attach your PDF 1oy siee 00 M8 Exhibit Number/Letter i 4

Choose File | No Fee Auth._.n Order pdf

Document Description

Add More Documents

—— -
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Step 6B: Attach PDF Documents for Uploadingili@g counties)  (back to top

Forcountiesthat have an existinge-filing program $eesection 2of Authorized Document and
Proceeding Types for EDDS Submijsttve only document type available is Stipulation and

Consent to Hiling. Click th&Choose Filbutton to upload your PDF file. Click tNextbutton
to continue.

Electronic Document Delivery System: Attach PDF Documents for Uploading

Court: Monroe County Supreme Court (EDDS)
Case Type: Stipulation and Consent to E-Filing

Select a document type from the drop-down menu and attach your PDFs. * Required fields

Main Document

Document Type *
STIPULATION AND CONSENT TO E-FILING v

Attach your PDF (Max sze 100 M5) * Exhibit Number/Letter (f zopicable)
Choose File | Stipulation ...ing-TEST pdi

Document Description

Document 5

Document Type
Attach your PDF (Max=z= 100 M8 Exhibit Number/Letter (f zoplicanle)
Choose File | No file chosen

Document Description

Add More Documents

Cancel | ext _
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Step 7:Enter Payment Information (back to top

Fees for the documents you are submitting are listed.
NOTE: lfhere are no fees associated with your submissiip toStep 8

1 To pay the fees, sele€@redit Caré@ndenter your credit card information.
1 If the fees are already paid, seldate Already Paignd enter theDocument IDrom the original
transaction
1 If the fees are waived, seledto Feeand make certain you have uploaded the required No Fee
Authorization leter/order/affirmation. If you have not uploaded your No Fee Authorization
R20dzySyids Ot A01 @e2dz2NJ S0 oD @GoSdng dooumént. 6 dzi G |
Click theNextbutton to continue.

Electronic Document Delivery System: Enter Payment Information

Court: Allegany County Supreme Court (EDDS)
Case Type: Torts

Documents Ready for Filing
To view a docurnent, click the Document Type link

Document Fee
RJI -RE: NOTICE OF MOTION- $95.00
NOTICE OF MOTION- $45.00
AFFIDAVIT OR AFFIRMATION IN SUPPORT- 50.00
PROOF OF SERVICE- 50.00
NO FEE AUTHORIZATION (LETTER/ORDER/AFFIRMATION) 50.00
Index Fee + 50.00

Total Fees $140.00

Payment Information

Select your method of payment. (* Required fields apply only for the option that is selected)

B o e
We accept VISA and MasterCard VISA -’
Card Number * Expiration Date *
mm ¥ |/[yy v

First Name * Last Name * Security Code *

Billing Street Address * Billing Zip Code *
This is a foreign addrass

For information on how we process credit card transactions, view our Credit Card Processing page.

- Fee Already Paid (Documents were returned for corraction)

Re-submitting previously paid documents

&2 Please enter Document(s) ID from the criginal transaction, The fee amount of this transaction MUST match

the orig

sl fee paid,

Document(s) ID *

:> No Fee: I have uploaded a2 "No Fee Authorization” letter (* Requirad)

Comments Regarding this Payment

Comments
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Step 8:Review Your Information (back to top

Reviewthe informationyou entered Click theChange My Informatiohink to correct your
contact information. Click th€ancebutton and start over to change any other information.

dickthe Send Documentsutton to finish the submission.

Electronic Document Delivery System: Review Your Information

Review your contact information and the documents ready to be sent.
1. To change your contact information, click the "Change My Information” link below
2. To change the court, case type, or documents, you MUST click cancel and start over

Court: Allegany County Supreme Court (EDDS)
Case Type: Torts
Document(s) ID: 3VI&6ZY

Your Information

Name: William Test

Email Address: wtest@mail.com

Phone: 123-456-7890

Represented Party: William Test

Party Role: Plaintiff

Case Number: 1234/2020

Case Title: William Test -against- XYZ Corporation and Jane Doe
Motion Number: 1

Reason for sending documents: This is a test.
Filing: I would like my document(s) to be filed

Representation: I do not have a lawyer

Documents Ready to be Sent

To view a document, dick the Document Type link
Document

RII -RE: NOTICE OF MOTION-

NOTICE OF MOTION-
AFFIDAVIT OR AFFIRMATION IN SUPPORT-
PROOF OF SERVICE-

NO FEE AUTHORIZATION (LETTER/ORDER/AFFIRMATION)

Total Fees

Change My Information

Fee
§95.00

$45.00
$0.00
$0.00
=+ $0.00
$140.00

If all your information is correct, click the button below to send the documents listed above.

Cancel Send Documents

Please Note

1. A document sent through the Electronic Document Delivery em (E

treated as filed only upon receipt of notice from the court clerk or Co
rk

a County C

constitute ice upon any other party.
2. By order o

other parties by email, facsimile, or other electronic means,

w

applications please contact the court directly.

with a request for filing should be
y Clerk (or upon publication of notice on
ebpage) that the document has been accepted for filing. Filing through the EDDS does not

he Chief Administrative Judge, documents accepted for filing through EDDS must be served on

. EDDS should NOT be used for the filing of emergency applications. For information on filing such
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Step 9:Thank You  (back to top)

Click thePrintbutton to print this screen. You can also click 8end Another Documehtitton
to begin a new submission.

NOTE: You may need to reference ypocument IDn future communications with theairt.

It is strongly recommended that you print this screen by clickingPttiet button and/or make a
note of yourDocument IDbefore exiting the screen.

Thank You

Your documents have been sent to the court you selected. You will receive an e-mail notification when your
documents have been received. Please use the document(s) id below when referencing this submission.

Court: Monroe County Supreme Court (EDDS)
Case Type: Stipulation and Consent to E-Filing
Document(s) ID: C3GFP8

Information Received

Name: William Test

Organization/Agency/Firm Name: Test Law Firm, LLC
Email Address: wtest@mail.com

Phone: 123-456-7890

Represented Party: John Doe

Party Role: Plaintiff

Case Number: 1234/2020

Case Title: John Doe -against- XYZ Corporation and Jane Jones
Motion Number: 1

Reason for sending documents: This is a test.

Filing: I would like my document(s) to be filed

Documents Sent
STIPULATION AND CONSENT TO E-FILING

Print Send Another Document
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Stepl0: Automated Receipt Confirmation Emailback to top)

Once you have successfully submitted your documentswithget an automated email
confirming receipt by the court

After reviewing your submission, the court may either accept your docunjes¢Step 1-A:
Email Confirming Acceptance and/or Filing of Docunjenttgeturn them for correction if a problem
is identified[seeStep 11-B: Email Returning Documents for Correclioff you checked thEiling

box on theEnter Your Informatioacreen geeStep 3: Enter Your Informatifrthe court will also
determine if your submission meets established filing requirements and will process your
documents for filing if appropriate.

Monroe County Supreme Court (EDDS)
Notification of Receipt
05/13/2020

0On 05/13/2020, the EDDS System received the documents listed below from submitter William Test, wtest@mail.com.
Please keep this notice for your records.

Sender Information

Document(s) ID: QXB8Q2

Case Number: 1234/2020

Case Title: John Doe -against- XYZ Corporation and Jane Jones
Motion Number: 1

Name: William Test

Organization/Agency/Firm Name: Test Law Firm, LLC

Represented Party: John Doe

Party Role: Plaintiff

Phone Number: 123-456-7890

Email Address: wtest@mail.com
Note: This is a test.

Documents Received

Document Received
Date

STIPULATION AND CONSENT TO E-FILING 05/13/2020

Receiver Contact Information

Receiver Name: Monroe County Supreme Court (EDDS)

Receiver Address:

Receiver Email Address: edds@nycourts.qgov

Note - this email address is for correspondence only - No documents will be accepted through this email address.

NOTE: The sending and/or receipt of any documents through the courts Electronic Doc t Delivery System (EDDS)
does not constitute service upon any other party, nor does it constitute filing of those documents with the court or County Clerk.
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Step11-A: Email Confirming Acceptance and/or Filofd>ocuments  (back b top)

If your documents are accepted by the court, you will receive a second email, which will include
important information about your submission and directions regarding hoprt@eed with

your case[seeexample beloy}. If you do not receiva second emafrom the court, you may

contact the court usinghe email address founoh the email confirming receipt of your
submissiondeeStep10: Automated Receipt Confirmation Enjalbut do not use thiemail address

to send documents to the courtk is for correspondencpurposes only.
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